
CHECKS/

CASH

Money comes in 

– Agency 

received checks/

cash

2-Agency inputs/

enters payment 

details to 

PeopleSoft AR 

(Payment Page)

Report of Collections –

printed from PeopleSoft

1-Agency – Logs in the 

total amount on the 

Total tab in the PS and 

restrictively endorses 

the back of the check

Open Item?

Express Deposit

Regular Deposit

Yes

No

PeopleSoft assigns 

Deposit ID number; 

creates cash control 

entries

Regular deposit – no 

prior receivable in AR

Express deposit –

receivable entered 

previously One deposit = one ROC. No more than 

one bank per ROC.  Those agencies 

that bring their money to TOS’s cage, 

should choose TOS as their bank

3-Take Report 

of Collections 

and remittance 

to Treasurer 

Office

4-Treasurer 

employee verifies 

deposit and ROC to 

PeopleSoft entry (2 

way match)

5-TOS assigns and 

enters a sequential 

number from Treasurer’s 

Legacy to the transaction 

in PeopleSoft

Error?
No

Post to 

PeopleSoft 

GL

6-TOS approves/

rejects the transactions 

in PeopleSoft by 

clicking on the 

Approve/Deny button

Finalize Cash 

and Cash Control 

entries 

7-Agency – Input the 

appropriate chartfields 

to PeopleSoft AR 

system (for regular 

deposit)

Manager

Approval?

No Yes

Any correction to the error found after 

TOS approves the ROC has to be 

made on a Journal Voucher

Back to agency for corrections

Yes

CASH, CHECKS

See Revenue chapter in 

State Accounting Manual for 

additional off-system 

requirements



WIRE FUND 

TRANSFERS/ACH

Most of this money comes from the 

Federal government.  Agencies 

usually know the money will be 

deposited

9-Agency inputs/

enters payment details 

to PeopleSoft AR 

(Payment Page)

10-Take Report of 

Collections to 

Treasurer Office

Open Item?

Express Deposit

Regular Deposit

Yes

No

Report of Collections –

printed from PeopleSoft

PeopleSoft assigns 

Deposit ID number; 

creates cash control 

entries

One deposit = one ROC. No more than 

one bank per ROC.  Those agencies 

that bring their money to TOS’s cage, 

should choose TOS as their bank

8-Agency – Logs in the 

total amount on the 

Total tab in the PS

Express deposit –

receivable entered 

previously

Regular deposit – no 

prior receivable in AR

12-TOS assigns and 

enters a sequential 

number from 

Treasurer’s Legacy to 

the transaction in 

PeopleSoft

Check if money 

is in TOS bank 

account?

Yes

No

Is amount 

received 

matched the 

ROC?

Yes

No

If there is money but no ROC, the Treasurer Office 

will notify the agency. If the money is not claimed 

after 30 days, it will be transferred to the General 

Fund – follow an unidentified deposit procedure –

need to have flowchart for further process

11-ROC will 

be sent back 

to Agency 

after 30 days

13-TOS approves/

rejects the 

transactions in 

PeopleSoft by 

clicking on the 

Approve/Deny button

Post to 

PeopleSoft 

GL

Finalize Cash 

and Cash 

Control entries 

14-Agency – Input 

the appropriate 

chartfields to 

PeopleSoft AR 

system (for regular 

deposit)

Manager

Approval?

No Yes

TOS

WIRE TRANSFER/ACH



LOCKBOX
Money received  at 

Post Office boxes

Payers mail checks to PO 

boxes

Bank employees 

pick up mail from 

PO boxes

Banks generate 

reports and send to 

Agency

16-Agency inputs/

enters payment 

details to PeopleSoft 

AR (Payment Page)

Open Item?

Express Deposit

Regular Deposit

Yes
No

15-Agency – Logs in (or 

uploads) the total 

amount on the Total tab 

in the PS 

Express deposit –

receivable entered 

previously

Regular deposit – no 

prior receivable in AR

17-Take 

Report of 

Collections 

to 

Treasurer 

Office

18-Treasurer 

employee 

verifies ROC 

to bank 

information

Error?

Report of 

Collections –

printed from 

PeopleSoft

PeopleSoft 

assigns Deposit ID 

number; creates 

cash control 

entries

One deposit = one ROC. No 

more than one bank per 

ROC.  Those agencies that 

bring their money to TOS’s 

cage, should choose TOS as 

their bank

19-TOS assigns and 

enters a sequential 

number from 

Treasurer’s Legacy to 

the transaction in 

PeopleSoft

20-TOS approves/

rejects the 

transactions in 

PeopleSoft by 

clicking on the 

Approve/Deny 

button

Post to 

PeopleSoft 

GL

Finalize Cash 

and Cash Control 

entries 

21-Agency – Input 

the appropriate 

chartfields to 

PeopleSoft AR 

system (for regular 

deposit)

Manager

Approval?

No Yes

No

LOCKBOX

Yes, send back to agency for correction


